READ ME FIRST

OVERVIEW
What is AgComplyIT?

AgComplylT is an Excel "-based tool that runs on your own personal computer. The regulatory compliance
education Project developed the tool to help you identify and plan your response to the federal and state
regulations that affect your production operations. The tool uses your responses to a list of questions to sort
out the most probable regulatory captures. Different answers to the same questions will bring different
results.

lTM

What it covers and what it doesn’t.

The tool looks at the trigger points in state and federal regulations dealing only with production agriculture.
At this time, it doesn’t cover local regulations like building codes and zoning nor does it cover value-added
agriculture not directly dealing with production like agritourism or on-farm processing. Those interested in
local regulations might try www.CalGold.ca.gov GO TO www.CalGold.ca.gov

It has never been our intent to guarantee that using AgComplyIT will meet all regulatory requirements. We
are attempting to simplify the process by supplying resources and contacts to let you to develop your own
compliance plans. One-size would never fit all and we would never try to suggest that it could. If you are
concerned with your regulatory compliance, you may wish to contact an attorney specializing in this field.

SYSTEM AND PROGRAM COMPATIBILITY

AgComplyIT has been tested and runs on Windows XP, XP Professional, and Macintosh OS 8.5 - 9.2.2
with Excel™ 4.0, Excel 2001, and Excel 2003. If you have your Excel™ security set to High, you will need
to reset them to Medium in order to have the option to run Macros.

Fonts used in the program are Times New Roman and Trebuchet MS. The Page Setup is set to .5-inch
margins all around. The best screen resolution is 400x600 or better.

You will need Acrobat Reader to use the PDF files either through the Action Plans or by browsing the
Resource folder. You can download a free copy of Adobe Acrobat Reader™ from http://www.adobe.com/.
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GETTING STARTED USING AGCOMPLYIT

1.

10.

11.

12.

Place the CD in your CD drive. Windows users: drag the folder called AgComplyIT to your C drive.

Mac users: Drag the folder called AgComplyIT to your desktop. Open the AgComplylIT file and click
on the Read Me First file. After using the Read Me First file, click on the AgComplylIT file to open it.
Currently this runs on Windows 98 and up and Mac OS 8.5 - 9.2.2 with Excel™ 2001, 2003, and 4.0.

Your computer should open Excel™ from Microsoft. If you don’t have Excel™, you will not be able
to run the program.

. A dialog box will appear asking you if you wish to enable macros. You must enable macros for the

program to run. Click “Enable Macros.”

The program will open on a sheet called Terms of Use. If you agree to the terms click “Agree”. If you
do not agree, please remove the AgComplylT files from your computer and return or destroy the CD..

. Business Data. By inputting this data, you will create personalized Action Plans. It is not necessary for

you to complete the Business Data worksheet for the program to run, but will help you keep track of
your plans. You will need to re-answer the questions for each of your individual farm or ranch units.

Click on the next worksheet tab labeled “Questions.” For each question there is a yes/no pull-down
menu. Click on yes or no to answer the questions.

If you do not raise animals you may click on the “No animals” button to go to your next question. If
you do raise animals, you should indicate the number of head of each.

When you have finished answering all the questions, click the “Complete” button. The flashing you
see is AgComplylIT testing your answers against the trigger points for each regulation. This will take
several minutes. AgComplyIT will put an Excel™ file on your desk top (Mac) or C drive (Windows)
called My Compliance Plan and open it for you.

The first sheet you will see is the Regulatory Capture List. Based on your answers to the questions,
these are the state and federal regulations most likely to apply to your operation. For each of these
regulations, AgComplyIT has generated an Action Plan Worksheet to help you develop a response
plan.

Action Plans have the name of the lead agency, hopefully a live person to contact, Both websites and
pdf files are there for you to learn more about the background of each regulation and find out how to
comply with it. You can break your plan into steps and assign a timeline to your effort to comply.

Regulations change with time. You should also set a date to review you compliance plans the same
way you would review business or marketing plans or your insurance coverage.

Just like having good source documents for your accountant, you should keep printed copies of the
public resources you use in your compliance planning. Print web pages on the date you find them,
they will change over time and your plan may need to change too, but you will have a record or why
you did what you did.

For more detailed instructions, on the use of AgComplylT, please see the Users Manual.



This program is brought to you through the generous support of a Partnership Grant from the United States
Department of Agriculture, Risk Management Agency with the Chancellor’s Office of the California
Community Colleges Economic and Workforce Development Program (EWDP) through the Small Business
Development Centers (SBDC) program and FACTS, and agriculture education company. The RMA owns
the copyright to these materials..

NONDISCRIMINATION STATEMENT - USDA

The U.S. Department of Agriculture (USDA) prohibits discrimination in all its programs and activities on
the basis of race, color, national origin, sex, religion, age, disability, political beliefs, sexual orientation, and
marital or family status. (Not all prohibited bases apply to all programs.) Persons with disabilities who
require alternative means for communication of program information (Braille, large print, audiotape, etc.)
should contact USDA's TARGET Center at (202) 720-2600 (voice and TDD).

To file a complaint of discrimination, write:
USDA, Director, Office of Civil Rights
Room 326-W, Whitten Building

14th and Independence Avenue, SW

Washington, DC 20250-9410
or call: (202) 720-5964 (voice or TDD) --_

STATEMENT - The California Small Business Development Program

The California Small Business Development Program is sponsored by: CSU Chico, San Jose, Fullerton,
Northridge, UC Merced, Southwestern Community College, the California Community College’s Economic
and Workforce Development Programs and the U.S. Small Business Administration. This is a partnership
program under the current Cooperative Agreement with the SBA and the Lead Center hosts. Any opinions,
findings, conclusions or recommendations expressed are those of the presenter(s)/author(s) and do not
necessarily reflect the views of the sponsoring entities. All is extended to the public on a non-discriminatory
basis. Reasonable accommodations for the disabled will be made, if requested in advance.

LIMITATION OF LIABILITY -

FACTS makes no claims, promises, or guarantees about the absolute accuracy, completeness, or adequacy
of the contents of this program and expressly disclaims liability for errors and omissions in the contents of
this program. No warranty of any kind, implied, expressed, or statutory, including but not limited to the
warranties of non-infringement of third party rights, title, merchantability, fitness for a particular purpose,
and freedom from computer virus, is given with respect to the contents of this program or its hyperlinks to
other Internet resources. Reference in program to any specific commercial products, processes, or services,
or the use of any trade, firm, or corporation name is for the information and convenience of the public, and
does not constitute endorsement, recommendation, or favoring by FACTS, its contractors or agents.
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